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PREFACE

The rapid growth of international trade in China has greatly enhanced its eco-
nomic growth and foreign capital investment in the past two decades . In recent
years, the Chinese government has attempted to accommodate increased demand
for greater market access for American goods and services . Supported by a strong
economy and an increasingly open door policy, China has emerged as an important
economic giant in world affairs and has considerable influence over Asia and the
globe . In the words of one scholar:

“ It is not unimaginable or unrealistic to assume that early in the 21st cen-
tury the combined Gross Domestic Product (GDP) of Greater China will sur-
pass those of the European Community and United States; it will be the
world's leading trader and in possession of the world’'s largest foreign ex-
change reserves; it will be a source of state-of-art high technology and scien-
tific and medical advances; it will be the world’'s largest consumer; it will
garrison the world's largest military establishment; and may be the pre-emi-
nent member of the Group of Nine nations (including Russia) . Greater China
will also overtake Japan as the dominant regional power, with Shangha and
Hong Kong the finandal nexus of East Asian economic dynamism ” (David
Shambaugh,” Introduction: The Emergence of Greater China”, The China
Quarterly,December, 1993, P653)

Since the 1980s, the trend of opening up the Chinese market continues, and
China handles its foreign economic activities with more global orientation . China
in the 1990s finds itself in the ranks of the world's top 10 exporters . Its total
trade, having tripled in 10 years, is one-fourth of Chinas gross national product .
Both imports and exports growth rose to double-digit levels in the 1990s, and it
has a substantial trade surplus and foreign exchange reserves . Indeed, Chinais
enjoying far more vigorous growth in recent years than the economies of the
U S ., Japan, and most other countries .

Now entering the 21st century, | firmly believe that doing successful busi-
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ness in China begins with an understanding of their language, customs, protocols
and business practices . Successful professionalsin the internationa business com-
munity not only speak the language of their business partners or clients, they also
understand and follow their business culture . Thus, this textbook, International
Busi ness Chinese Course, is designed for more advanced students who are inter-
ested in doing business with China, learning their proper business language and
business culture . | started to compile the materials in 1996 while | was teaching
Professional Chinese at the University of Washington . All the students enrolled
in the class were professionals: U .S . Department of Commence officials, attor-
neys specializing in international trade, computer software engineers, owners and
buyers of international trading firms, marketing spedalists of the world s largest
aircraft manufacturing company, etc . All the students had a minimum of three
years of college-level Chinese language training plus one year of living experience
in China — Mainland, Taiwan and Hong Kong .

The content of International Business Chinese Course focuses on the interna-
tional trade issues of Greater China in the contemporary world . The subjects in-
clude international businesses such as negotiation over price, checking credit, pla-
cing orders, reaching agreement, method of payment, packing, loading, ship-
ping, customs declaration and clearance, commodity inspection, insurance, claim
and compensation, dispute and arbitration, as well as settlement . Contemporary
writings, which include newspaper reports, periodical articles, documentary ma-
terials, and statistics, are the main tools to explore different aspects of interna-
tional businesses . Shipping documents such as shipping order, clearance report,
bill of lading, dock receipt, delivery order, export cargo manifest, and unloading
report are enclosed for reference .

The primary structure of this textbook is divided into six sections: 1 . Dia-
logue; 2 . Practice Writing Letters, 3. Sentence Practice and Substitution Drill;
4 .Newsin Brief; 5. New Words and 6 . Exercises . The overall purpose of this
textbook is to increase students vocabulary, improve their speaking and listening
skills, and increase their knowledge of Chinese business culture and business
practices . Here are my specific goals:

Build up business and professional terminology;
Read busness related articles and statistical information;
Learn business customs and practices;
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Learn proper manners of answering the telephone, responding to business
inquiries, and making appointment;

Practice taking messages and notes, and writing a brief summary report in
Chinese;

Practice making formal presentations;

Review business documents including invoices, shipping documents, bank
statements, and brochures introducing new products;

Write basic business letters, resumes, etc .

However, thistextbook does not intend to teach students how to do business
in China, but how to use the language in a business environment . In order to
reach more readers, both simplified characters and traditional characters are in-
cluded . Notes are provided on the same page for easy reference . The New Words
section serves as a glossary for quick review .

| am most grateful to my husband, Professor David R . Knechtges, for his
unconditional support while I was serving as the publisher and editor-in-chief of
Asia Pacific Business Journal . | learned about busness practices and culture
while | immersed myself in the business working environment .| am also grateful
to him for proofreading my manuscript and his valuable suggestions . | would like
to thank Mr . LIoyd Sanford, Vice President of Strategic Planning of Scanwell In-
ternational, Inc . for checking the content’s accuracy in international trade prac-
tices. | would also like to thank Mr . Zhang Y ue, former Project manager of the
China National Instrument Import and Export Corporation, for reading through
the Chinese text to make sure the content of this textbook conforms with the cur-
rent business practices in China . However, mistakes and misnformation remain
mine . Suggestions and comments are most welcome .

Taiping Chang, Ph .D .

U niversity of Washington

Department of Asian Languages and Literature
Box 353521

Seattle, WA 98195-3521

E-Mail: taiping@u .washington .edu

March 11, 2000



6 Abbreviations for Grammar Terms

Abbreviations for Grammar Terms

abbr . ADbbreviation
adj . Adjective

adv . Adverb

hon . Honorific

mw . Measure Word
n. Noun

Ph . Phrase

Prep . Preposition
Prop .n . Proper Noun

V. Verb



Lesson One 1

Inquiry

Dialogue

On October 1, your advertisements in Business Week and
Wall Street Journal show a new line of lap top computers
which bear some unigue, new designs and is guaranteed to be
the best product on the market now .

Yes, these (products) are the results of our company’s many
years of research and development .

ABC ,

ABC Company has written and recommended you to us as the
|argest computer hardware manufacturer in America, and they
tell us you enjoy an excellent international (domestic and o-
verseas) reputation .

Thanks for ABC Company’s recommendation . We’ve been

dealing with ABC Company for the past 20 years .
?
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Does your company have catalogues ? Please send us a copy .
We are First International Trading Company .

Fine, we have a detailed catalogue and a booklet of illustra-
tions .

Please send us a sample of your product as advertised in today
's (paper), quoting your lowest prices and the most favorable
purchase terms .

I'll send you the latest copy of the catalogue containing pic-
tures and descriptions of all products for your inspection to-
day . However, by the way | must make it clear that we must
ask you to pay in advance on the sample order . We cannot
give it to you free .

?
In the past, the samples sent to us by other companies are
cheaper than market price . Is yours also cheaper ?

We will give you sample discount .

Fine, please send us the sample invoice and the catalogue . In
addition, please clearly mark the price of each model of the
computers in your catalogue .
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Don't worry, the price of every product is clearly listed in the
catalogue .

If the prices you quote are satisfactory to us, we would like to
order in large quantities .

We welcome customers with large quantity orders .
?

Do you offer discounts to general computer retailers ?
If you order in large quantities and pay cash, we'll give you a

discount .
?

What is the discount rate in the event we pay cash ?

We can give you 15% discount at most .
?

Can you offer more discount ?

No, | don't think so .
?

If we decide to purchase your products, how shall we issue
the order list ?

If you are interested in doing business with us, please send us
a list of merchandise which you wish to purchase . We'll send
you an estimated price list right away .
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Practice Writing Letters

L etters Asking for Information
Samplel

1998 10 1

1998 10 5

October 5, 1998

123 Main St .

City, State 98000

To whom it may concern,

Please send me a copy of your latest catalogue of new products
and the brochure as advertised in Business Week and Wall Street
Journal on October 1, 1998 . Thank you .

Sincerely,

Zhang Ming

Manager, Import Division

First International Trading Company

Sample?2
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1998 10 5

October 5, 1998
Sales M anager
First Computer Inc .
123 Main Street
City, State 98000
Dear Sir,
| would like to have some information about your lap top computers .
Please send us the latest copy of the catalogue containing pic-
tures and descriptions of all your products . Please have your sales
representative contact us if you think any of your products will suit
our purpose .
Sincerely,
Zhang Ming
Manager, Import Division
First International Trading Company

Sample3

: 501
502 503 :
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1998 10 5

October 5, 1998
First Computer Inc .
123 Main Street
City, State 98000
Dear Sir,

We are interested in purchasing a number of the lap top comput-
ers shown in the September catalogue page 15 you sent us recently .

Enclosed is a list of merchandise that we wish to purchase . We
would like to have an estimate from your company . Please give us a
complete description with your price quotes on 20 units of Model
501, 40 units of Model 502 and 60 units of Model 503 .

In addition to the price estimates, we also would like to know
|large-volume prices . Do you offer discounts on large-volume and cash
orders ?We have 12 stores in America and may wish to order in large-
volume .

Sincerely yours,

Zhang Ming

Manager, Import Division

First International Trading Company

Sentence Patterns and Substitution Drill
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News In Brief

—1998
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New Words

make inquiries (about); ask
Busi ness Week
Wall Street Journal
advertise; publish in a newspaper or
magazine
advertisement
a batch of (things); a group (of peo-
ple); alarge quantity or number
unique; distinctive
new and original
portable style; lap top style
computer, itisalso called
guarantee; assure; ensure
at present; at the moment
research and develop; research and de-
velopment; sometimes it is used in its
abbreviated form (R & D)
recommend
computer hardware; it is also referred
to
as in Tawan and Hongkong
reputation; credit
catalogue
have; be equipped with
a booklet of directions; manual
sample (product); specimen
price, same as
preferential; favorable; incentives
buy; purchase

condition; term; factor; articles or



